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APPENDI X A
SI CK LEAVE FOR FAM LY CARE AND BEREAVEMENT
1. Purpose. This Appendi x describes circunstances under which
enpl oyees are permtted to use sick leave to care for a famly

menber or for purposes relating to the death of a famly nmenber.

2. Definitions.

a. "Famly nenber" means the followng relatives of the
enpl oyee:

(1) A spouse and his/her parents;

(2) Children, including adopted children, and their spouses;

(3) Parents;

(4) Brothers and sisters, and their spouses; and

(5) Any individual related by blood or affinity whose cl ose
association with the enployee is the equivalent of a famly
rel ati onshi p.

b. "Health care provider" neans:

(1) A licensed Doctor of Medicine or Doctor of Osteopathy or a
physi cian who is serving on active duty in the unifornmed services
and i s designated by the uniformed services;

(2) A person providing health services who is not a nedical
doctor, but who is certified by a national organization and |icensed
by a State to provide the service in question; or

(3) A Christian Science practitioner listed with the First
Church of Christ, Scientist, in Boston, Massachusetts.

3. Limtations on Use of Sick Leave for Fam |y Care or Bereavenent.

a. The anount of sick |leave granted to a full-tine enpl oyee
during any | eave year for famly care or bereavenent may not exceed
a total of 104 hours. The anpbunt to be granted to a part-tine
enpl oyee or an enployee wth an unconmmon tour of duty may not exceed
t he nunmber of hours of sick | eave normally accrued by that enpl oyee
during a | eave year.
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b. In order for a full-tinme enployee to be granted nore than a
total of 40 hours of sick |eave for famly care or bereavenent
during any | eave year, the enployee concerned nust retain a sick
| eave account bal ance of at |east 80 hours. |In order for a part-
time enpl oyee or an enployee with an unconmon tour of duty to be
granted nore hours of sick | eave than the nunber of hours in the
enpl oyee' s weekly schedul ed tour of duty, the enployee nmust retain a
sick | eave bal ance equal to twi ce the average nunber of hours in the
enpl oyee' s weekly schedul ed tour of duty.

c. Wen sick leave is granted to an enpl oyee under
subpar agraph b. above, the anobunt of sick |eave retained in the
enpl oyee's sick | eave account shall, in each instance, be at | east
equal to 80 hours (or appropriate anmount for part tine enpl oyees)
after deducting the anount to be used for famly care or
ber eavenent .

d. For full-tinme enployees, the first 40 hours of sick |eave
may be advanced sick |eave. Part-tinme enployees or those with
uncommon tours of duty may be advanced an anount of sick | eave equal
to the nunber of hours in their schedul ed tour of duty.

e. |If the nunber of hours in the enployee's tour of duty is
changed during the | eave year, the enployee's entitlenment to use
sick leave for famly care or bereavenent shall be recal cul ated
based on the new tour of duty.

4. Use of Sick Leave During Annual Leave or in Conjunction with
EligibiTity for Donated Leave.

a. An enployer may grant sick | eave during a period of annual
| eave for any purpose for which sick | eave may be approved.

b. If an enployee desires to becone a | eave recipient under
the Voluntary Leave Transfer Program (or a Leave Bank Program where
est abl i shed) because of a famly nenber's nedi cal energency, the
enpl oyee will be required to use the sick | eave available to care
for a famly nmenber before becomng eligible for transferred | eave.

This provision applies to any application to be a | eave recipi ent
approved on or after 2 Decenber 1994.
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APPENDI X B
SI CK LEAVE FOR ADOPTI ON

AND
LEAVE FOR SERVI NG AS A BONE- MARROW OR ORGAN DONOR

1. Purpose: This Appendi x describes provisions for suing sick
| eave for adoption and other paid | eave for serving as a bone marrow
or organ donor.

2. Sick Leave for Adoption.

a. Use of Sick Leave. Purposes for which an adoptive parent
may request sick |eave include appointnents with adoption agencies,
soci al workers, and attorneys; court proceedings; required travel;
and any other activities necessary to allow the adoption to proceed.

b. Advanced Sick Leave for Adoption. Wen required by the
exi gencies of the situation, up to 30 days of sick | eave may be
advanced to full-tinme enpl oyees for adoption purposes; prorated
anounts may be advanced to part-tine enpl oyees.

c. Admnistratively Acceptable Evidence. Activities may
requi re enpl oyees to provide evidence that is admnistratively
acceptable to the agency to support a request for sick |eave for
adoption purposes. (This ensures consistent treatnment of enpl oyees
using sick | eave for adoption and those who may el ect to i nvoke
their entitlenment to unpaid | eave under the Fam |y and Medical Leave
Act for purposes related to adoption).

d. Famly and Medical Leave Act. The entitlenent to use sick
| eave for purposes relating to the adoption of a child is in
addition to an enployee's entitlenent to unpaid | eave for adoption
under the Fam |y and Medical Leave Act of 1993. (See Appendi x C)

3. Leave for Serving as a Bone Marrow or Organ Donor.

a. Enployees are entitled to 7 days of paid | eave each
cal endar year (in addition to annual and sick |leave) to serve as a
bone-marrow or organ donor. Enployees are entitled to use this
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| eave without |oss of or reduction in pay, |eave to which otherw se
entitled, credit for tine or service, or performance or efficiency
rating. (This 7 days of paid | eave separate fromthe annual and
sick | eave earned by the enpl oyee).

b. The length of absence for serving as a bone marrow or organ
donor will vary dependi ng upon the nedical circunstances of each
case. For nedical procedures and recuperation requiring absences
| onger than 7 days, additional time off may be granted in the form
of accrued sick | eave and/or annual |eave, as appropriate; |eave
w t hout pay; and advanced sick and/or annual | eave.



